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ABSTRAK 
 
IRFANSYAH AGA ARIFADA. D1514055. “Tata Kearsipan Transfer Order 
(TO) Removal Bagian Pergudangan di PT. Garudafood Putra Putri Jaya 
Pati”. Laporan Tugas Akhir. Program Studi Diploma III Manajemen 
Administrasi. Fakultas Ilmu Sosial dan Politik Universitas Sebelas Maret 
Surakarta. 2017. 53 halaman. 
 
Arsip mempunyai peranan yang sangat penting dalam perjalanan hidup 
suatu organisasi atau perusahaan, karena arsip merupakan catatan atau rekaman 
dari setiap kegiatan pada lembaga atau instansi tersebut. Suatu organisasi tidak 
dapat memberikan data dan informasi secara baik, benar dan akurat jika organisasi 
atau perusahaan tersebut tidak memelihara kearsipan dengan baik dan benar. 
Faktor yang menyebabkan organisasi atau perusahaan belum atau tidak 
melakukan penataan arsip-arsip sebagaimana mestinya adalah kurang adanya 
kesadaran dari pegawai akan pentingnya di dalam administrasi kearsipan. 
Tujuan pengamatan ini untuk mengetahui tata kearsipan Transfer Order 
(TO) Removal bagian pergudangan di PT. Garudafood Putra Putri Jaya Pati. 
Pengamatan ini dilakukan dengan cara observasi berperan. Teknik pengumpulan 
data dikumpulkan dan dilakukan melalui wawancara, observasi, dan pengumpulan 
dokumen. 
Hasil dari pengamatan ini menunjukkan bahwa tata kearsipan Transfer 
Order (TO) Removal di gudang PT. Garudafood Putra Putri Jaya dilakukan sehari 
sekali yaitu pada pagi hari, pencatatan Transfer Order (TO) Removal yang belum 
diarsipkan dicatat di halaman depan dari ordner, ditulis secara manual, apabila 
Transfer Order (TO) Removal sudah diarsipkan catatan tersebut segera dihapus, 
asas yang digunakan untuk penyimpanan arsip menggunakan asas desentralisasi, 
sistem penyimpanan berdasarkan tanggal, proses penyimpanan dalam kegiatan 
pengolahan arsip Transfer Order (TO) Removal yaitu sebelum arsip-arsip 
disimpan di dalam ordner kemudian dimasukkan ke dalam ordner. Pemeliharaan 
arsip Transfer Order (TO) Removal di gudang PT. Garudafood Putra Putri Jaya 
mencakup pemeliharaan tempat penyimpanan arsip, menjaga kebersihan tempat 
penyimpanan arsip, dan pengaturan ruang. Penyusutan arsip dilakukan dengan 
cara pemindahan arsip. Fasilitas kearsipan yang tersedia di bagian gudang PT. 
Garudafood Putra Putri Jaya meliputi kardus, bolpoint, stapler, perforator, ordner, 
mesin scanner, stopmap coklat, spidol, lemari arsip. Ruangan arsip Transfer 
Order (TO) Removal yang berumur kurang dari tiga bulan ditempatkan satu 
ruangan dengan karyawan staf gudang PT. Garudafood Putra Putri Jaya dan yang 
berumur lebih dari tiga bulan dipindahkan ke gudang penyimpanan arsip PT. 
Garudafood Putra Putri Jaya. 
Kata kunci : Tata Kearsipan, Kegiatan Pengarsipan, Transfer Order (TO) Removal 
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ABSTRACT 
Irfansyah Aga Arifada. D1514055. “Transfer Order (TO) Removal Archiving 
Procedure in Warehouse Division in PT. Garudafood Putra Putri Jaya Pati”. 
A Report on Final Project. Administration Management Undergraduate Study 
Program. Social and Political Sciences Faculty of Surakarta Sebelas Maret 
University. 2017. 72 pages. 
Archive plays a very important part in an organization or company’s life 
journey, because archive is a note or recording of an activity in the institution. An 
organization cannot provide data and information well, correctly, and accurately 
when the organization or company does not maintain archiving well and correctly. 
The factor making the organization or company not conducting archiving 
procedure duly is the employees’ less awareness of its importance in archiving 
administration. 
The objective of research was to find out the Transfer Order (TO) 
Removal Archiving Procedure in Warehouse Division in PT. Garudafood Putra 
Putri Jaya Pati. This research was conducted using participatory observation. 
Techniques of collecting data used were interview, observation, and 
documentation. 
The result of research showed that Transfer Order (TO) Removal 
Archiving Procedure in Warehouse Division in PT. Garudafood Putra Putri Jaya 
Pati was conducted once a day in the morning, in which Transfer Order (TO) 
Removal not archived was recorded on the front page of ordner, written manually, 
and when Transfer Order (TO) Removal had been archived, the recording should 
be erased immediately, the principle used to store archive was decentralization 
principle, date-based storage system, storage process in Transfer Order (TO) 
Removal archive management was to include the archive into ordner before it was 
stored in the ordner. The maintenance of Transfer Order (TO) Removal archive in 
Warehouse of PT. Garudafood Putra Putri Jaya Pati. Included maintaining the 
archive storage place, maintaining the cleanliness of archive storage place, and 
arranging the room layout. Archive shrinkage was conducted by means of 
transferring the archive. Archiving facility available in warehouse division of PT. 
Garudafood Putra Putri Jaya Pati included cardboard box, ballpoint, stapler, 
perforator, ordner, scanner, brown folio-sized folder, marker, and archive cabinet. 
Transfer Order (TO) Removal archive room less than three months old is put on 
the same room with the staff of warehouse in PT. Garudafood Putra Putri Jaya 
Pati  and that more than three months old was transferred to archive storage 
warehouse of PT. Garudafood Putra Putri Jaya Pati. 
 
Keywords: Archiving Procedure, Archiving Activity, Transfer Order (TO) 
Removal 
   
